ARMED FORCESENTERTAINMENT
1225 Jefferson Davis Hwy
Crystal Gateway #2, Suite #413
Arlington, VA 22202-4306
Telephone: 1-800 458-0868 or (703) 601-0135; Fax (703) 601-0133

Congratulations! 'Y ou have been chosen from hundreds of available entertainment groups from around the
country by Armed Forces Entertainment (AFE) to entertain our troops overseas.

MANDATORY : ALL MEMBERS OF THE GROUP MUST BE 18 YEARS OF AGE.

MANDATORY TO COMPLETE AND/OR RETURN WITHIN 15 DAYS OF RECEIPT:

Personnel touring informetion list

Current/updated promotional materia (video, CD, web site, 8x10 glossy, song list, biography)
Immunizations forms

Equipment list

Passports and pictures

YV VVY

PURPOSE OF YOUR TOUR:

Your job isto lift their spirits and morale to help maintain their readiness and effectiveness while serving in
defense of our country. You will serve as avitd link between those at home and those who guarantee our
security- the Marines, Sailors, Soldiers, and Airmen of America’'s Armed Services.

All of the troops you will entertain are far away from home and their loved ones. Many troops are located
at extremely isolated locations. Many others are in regions with heightened threat conditions. All of our
men and women in uniform need a “touch of home” to remind them they are remembered and loved by
those back in the U.SA.

From the time you leave your home town until you return, you will meet many people, experience
demanding travel (going through airports and customs, jet lag, military regulations, changing westher,
different cultures and languages.) Preparation and flexibility will be your keys to a successful tour. There
are many things you won’'t have control over, so “REMAIN FLEXIBLE AND GO WITH THE FLOW”.

During your tour, you will see avariety of military bases, camps, remote sites, hilltops, embassies, and
Navy ships afloat - places most Americans would never have the opportunity to see. You will perform for
the most gracious and appreciative audiences, our American troops. Y our tour should prove to be both
fascinating and rewarding.

TRAVEL
AFE coordinates and purchases al air travel. In some circuits, the regional coordinators arrange the air
travel between countries. Travel may be on commercia or military planes, busses, trucks or automobiles.

AMC (Air Mobility Command) FLIGHTS

These flights are the military flights. Depending upon the region of the world, you may not have any AMC

flights. If you do, “show-time’ is 2-3 hours before departure to ensure you keep your seat. If you are

late, you will lose your seat. A group member must be present when your equipment is pall etized,

strapped down and netted. It is recommended for you to actually watch your equipment go on the plane.
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If your equipment is left behind for any reason, a group member should remain with the equipment and
rgjoin the group later. Call local site coordinator if flights are delayed and or canceled. Weapons,
explosives, and other flammable materias are strictly prohibited.

MONEY

Honorarium per person will be $150 per day, including departure and return days. One check will be sent
to the agent/group manager 5-10 days prior to departure, for 60% of the honorarium. Invoice and receipts
are due to AFE 10 days after you return from tour. The remaining 40%, plus reimbursable expenses, will
be sent to the agent/group manager 15 days after AFE receives invoice and receipts. The maximum
reimbursable expenses must not exceed $1200 for the entire tour. Bring your checkbook and bring some
cash. Both ATMs and check cashing are available on most bases. Money may be converted to foreign
currency or money orders. Please keep all receipts, except medls.

REIMBURSABLE EXPENSES (Maximum is $1200 for the entire tour and receipts are
required)

Customs or country departure fees

Passport and visa photos

Postage

Immunization

Mileage to and from airport @ $0.31/mile/car (detailed travel log is required)

Locd travel costs (vehicle rentd, tolls, short term parking)

Baggage tips (reasonable amount)

YVVVVYVYYVYY

Other production costs will be considered on a case by case basis.
LODGING

You will stay a military or civilian hotels depending on availability. All attempts will be made to get you
lodging on base at the cheapest rates. Facilities, room rates, and amenities will vary widely. Y ou must
pay all lodging charges befor e checking out. If you have an early flight, and if the front desk is
closed, then settle the bill on your find night.

FOOD

Base dining halls are your most economical options. Y ou will pay al expenses during your tour using the
money you receive. The government imposes a dining hal surcharge to recover subsidized food cost from
travelers earning per diem. However, many installations waive the surcharge. Including surcharge, your
food costs are still comparable to fast food prices. Fast food restaurants, snack bars and restaurants are
aso available.

SPONSORSHIP

“Armed Forces Entertainment” is the sole sponsor of your tour. Please acknowledge us and local MWR
or Service hosts during your performances. 'Y ou may display your own group banner provided it isin good
taste and good condition. Sponsor banners other than local MWR or Services units are not permitted in
the immediate performance area. Y ou may not promote any other sponsor without AFE’s approval. If
you are asked to promote other sponsor(s) while on tour, please notify AFE.

PERFORMANCES

» Entertainment Groups: Since you are being sent to “bring alittle bit of America’ to troops oversess,
75-80% of your show must be cover songs. You will be expected to perform for a minimum of 2
hours, plus bresks. The local club or venue manager will provide further details. Y ou will be
expected to perform, on average, 5-6 days per week. If you travel more than 8 hours in one day, you
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will not be required to perform that night. Performances must be wholesome and in good taste.
Materid cannot be offensive to anyone in regards to race, religion, nationa origin, sex, military rank,
military service or handicaps. Avoid controversial issues and topics. All entertainment groups should
expect to participate in a reasonable amount of “handshakes’ on performance days. Site visits are as
important as your show. Military members take great pride in their duties and skills. Ask them what
they do. They will proudly tell you.

PERFORMANCE RESTRICTIONS
Groups CANNOT:

» Perform on theloca economy.

» Perform other than what is scheduled by coordinator unless approved in advance.
» "Passthe hat" or ask for donations/contributions/compensations.

» Consume acohol on stage or while performing.

All shows are free of charge and open to al military and DOD personnel. Military clubs are not permitted
to charge for entertainment.

COUNTRY BRIEFINGS & INFORMATION

A site coordinator will meet you upon arrival overseas and give you more detail's on your tour in that
particular location, to include: performance and travel schedule, restrictions imposed by the military base
and the local area, lodging, transportation arrangements, plus loca contacts. Ask alot of questions.

SECURITY

Information about many military ingtdlationsis classified. Accordingly, any information about these bases
should not be discussed with anyone. Be aware that foreign agents have tried to obtain classified
information from unsuspecting Americans. |f anyone should approach you about security information, you
must report it immediately to the military security personnel or your site coordinator that hosts you.

PERSONAL BAGGAGE

Y ou may take 2 checked persona bags (max. 70 Ibs. each) and one carry-on piece. Foreign airlines
weight restrictions are often stricter than U.S. carriers. Also, consider purchasing an international adapter
kit for persona electrical items such as hair dryers, shavers, and digital cameras.

EXCESSBAGGAGE
Y ou are authorized a maximum of 20 total pieces of excess baggage for equipment. This equipment must

not weigh over 70 pounds each and not measure more than 62 linear inches each. Do not exceed your
maximum weight of 1400 Ibs. Any item weighing more than 70 pounds or measuring greater than 62
linear incheswill count as two items. No single piece can weigh greater than 100 Ibs. Y ou will pay any
unauthorized excess baggage charges on the spot (have credit card ready). AFE will not reimbur se you
for unauthorized or overweight excess baggage. Always place one copy of your travel orders (extras
provided) inside each piece of equipment and baggage.

Contact the airline ticket counter (not the airline’ s central reservations agent) two days prior to departure
to let them know you are coming with all your excess baggage. Y ou can discuss excess baggage handling
instructions and GTR/GEBAT processing. Record the name of the agent you talked to plus the name of
the supervisor working the day you will depart.

EQUIPMENT
Type dl equipment on the Excess Baggage/Equipment List. Notify AFE of changes or deviations after
submitted. Carry extra copies of the equipment list with you. Always safeguard your equipment. Always
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inventory equipment items before and after air travel and performances. Groups must travel with
everything you need for al your shows. Y ou are responsible for transporting baggage, equipment cases,
etc. These tours are tough on equipment and your road cases need to be very sturdy and light. Consider
hand-carrying small critical items such as fuses, plugs, cords, or guitars, etc. You are responsible for set-
up, operation, and pack-up of all equipment. Emergency repairs may be necessary. Therefore, you should
pack selected repair parts and schematic diagrams. Repair assistance overseas may be expensive and
inconvenient. Inoperable equipment resulting in cancellation of performances constitutes grounds for
termination of the tour. Equipment is sent as excess baggage (not freight!) on the same flight as the

group.

GEBAT’s

Thereisa GEBAT (Government Excess Baggage A uthorization Ticket) for each commercial leg of the
tour. Thisiswhat pays for your excess baggage (to transport your equipment). The GEBAT will bein
the tour manager’ s airplane ticket packet. Always ensure you have necessary GEBATSs for the next
commercia leg of your tour, before you go to the airport. Give the GEBAT to the ticket counter along
with the airplane tickets. All personal and excess baggage will travel on the same plane. If ticket counter
person has questions about payment, inform them that they need to send GEBAT to address listed.

A.T.A. CARNET

The "Admission Temporary Admission”, or the ATA Carnet, is an international customs document used to
temporarily import your equipment into a country duty free. This document is in-liew-of the usual customs
documents required for entry. The carnet serves as a guarantee against the payment of duties, which
become due if the equipment is not re-exported. AFE arranges all necessary carnets. The carnet is used
primarily for the countries in the Mediterranean. All carnets must bereturned to AFE after the tour.

HEALTH & MEDICATION

All members must be in good physica condition and must not require special medication or treatment while
on tour. To combat jet lag, reset your body clock early, avoid acohol and caffeine products during travel.
Physica exercise a your destination also eases jet lag. Gym facilities are widely available.

Medicine and prescriptions must be in origina containers. Ensure prescriptions are properly labeled with
patient’s correct name. Prescription refills are not available. Pack enough medication for the entire tour.
Over-the-counter items are available at most bases.

Illegal drug use or possession isstrictly prohibited. Do not joke about drug use, possession, or
purchase. Drug laws overseas are severe and offenders will be outside of U.S. jurisdiction. Most
oversess |ocations conduct 100% drug searches upon arrival. Do not make jokes about illegal drug
activity.

EMERGENCY MEDICAL TREATMENT

Outpatient emergency medical and dental care is authorized at no cost (see paragraph 4 of your travel
orders). You will be billed for inpatient costs including room charges, meals, etc. No-cost treatment is not
available for existing medica conditions or injuries from negligent actions. If you fed ill, seek trestment
before condition gets worse. Notify local contact personnel of any medical situation.

GROUP MANAGER

The group manager is responsible for administrative items, group’s conduct, and overall well being.

Specific responsibilities are:

» Ensure your group is on time for dl flights, show times, pick-up times, etc.

» Complete the Unit Manager’s Tour Summary of any items of interest, concerns, problems, things that
went wrong, things that could make future tours better. Please provide proposed solutions.
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» Coordinate with country coordinator upon arriva in each country, or weekly to review all scheduled
details.

STATUS

Entertainers are classified as non-combatants and are assigned a civilian Government Service (GS)
equivaency rating of GS-9. This officer-equivaent ranking is for travel and billeting purposes only. You
will have access to most base facilities including exchange stores (mini grocery store), dining halls, and
Morae Welfare Recreation (MWR) activities. Commissary (grocery store) privileges are not included.

DRESS

Ensure dress and appearances are in good taste both on and off stage. Y our performance attire should be
both clean and professional. Selected overseas |ocations have dress and appearance restrictions. Check
with local coordinators on restrictions. Pack wash and wear clothing. Laundry facilities are available on
al military ingalaions.

CONDUCT
Y our conduct must always reflect favorally on the United States of America, DoD, and AFE. Overseas
entertainment coordinators will brief you on sensitive issues of local importance.

Sometimes during your tour, you can expect to be “on your own.” Full-time escorts are not always
available. Thus the unit manager must exercise good leadership to maintain group integrity. All unit
members must lookout for each other and cooperate fully to insure a successful, enjoyable tour. Internal
strife and dissension within the group must be avoided at all costs. Use the “buddy system” when you go
on your own (shopping, sightseeing, etc.) on/off base.

CORRESPONDENCE/MAIL

In case of emergency, have family members and/or associates contact AFE. Put your persona mail on
hold. Do not forward mail overseas because you will not receive it, due to your extensive travel schedule.
When buying souvenirs, consder mailing the items home to avoid baggage restriction pendlties or custom
delays. When mailing from overseas, use military post offices.

DELAY

Delays must be requested prior to the signing of your proposal (budget). Delays will not be granted after
proposd issigned. Delays must be taken at the fina performance location of the tour. Delays are
authorized for up to 14 days. Delays are taken at no expense to the government—i.e. groups cannot use
the military orders (ITOs), military lodging, equipment storage, transportation, meals, medica/dentd care,
etc. You must inform AFE, prior to departure, the address and phone number where you will stay.

TERMINATION OF TOUR

Y our tour may be terminated at any time if there is anything that will compromise the interest of the U.S.
or local government (improper conduct, inoperable equipment, overseas politica instability, etc.).

Groups that cause disciplinary problems will be sent home immediately and disqualified from participating
in the Armed Forces Entertainment program.  For any reason returning earlier, the payment will be
adjusted and calculated up to and including your earlier than scheduled return day.

CLAIMSFOR LOST OR DAMAGED EQUIPMENT

Claims resulting from neglect of commer cial airlines must be filed with the airline &t first available
opportunity. Airlines give you 24 hoursto fileaclaim. Otherwise, they won't be ligble. Consider
purchasing private insurance to cover any equipment mishaps or damage. If equipment is damaged on
base, then call AFE for the “Damaged/Lost equipment” form. Claim with written statements and cost
estimate is required.
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FINAL PAY PACKAGE
Package is due to AFE, ten days after you return from tour. Please include following items in the Fina

Pay Package:

» Tour Evauation Form

» DoD no-fee passports, if any

> DoD ID cards

» Unused commercid airline tickets, if any
» Invoice and dl receipts, except food.

» Carnet, if any

Missing recaipts will result in non-payment of clamed items.
CONCLUSION

Finally, thank you for your interest in unselfishly giving your time and talents to perform for the U.S. troops
overseas. They are looking forward to your arrival and to see your show.
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